
 

 

Commercial Permit Application Process 
Website: onestopshop.gilbertaz.gov 

New Application Process: 
 

 

Step 1: Prerequisite 

1. Need to register on One Stop Shop at onestopshop.gilbertaz.gov 

 
 

2. Select ‘Guest’ then register 

 

 
3. Check the box and put your email and select ‘Next’ 

https://onestopshop.gilbertaz.gov/Energov_Prod/SelfService#/home
https://onestopshop.gilbertaz.gov/Energov_Prod/SelfService#/home


 

 
 

4. Follow the instructions in your email 

 

5. Your instructions may be sent to your junk/spam folder. Please verify this has not 

happen prior to contacting the Town of Gilbert. 

 

Step 2: Submit for Application 
1. 'Log In' to One Stop Shop at onestopshop.gibertaz.gov 

 

 
 

2. Once logged into One Stop Shop select ‘Apply’ 

 

 

https://onestopshop.gilbertaz.gov/Energov_Prod/SelfService#/home


3. Under Building Permit select ‘All Commercial Permits (Including Trades)’ 

 

 

4. The next page will look like this 

 

 

5. Once you are on the map you can type the address or parcel number to lot that you are 
building this permit on 



 

6. Then select the ‘+ Add’ to add this to your permit 

 

 

7. Select ‘Next’ 

 

 

8. Within the text box next to Description ‘Please provide a brief project description’ 

 



9. Select ‘Next’ 

 

10. Please add contact under ‘Owner’ 

 

11. Please search for owners’ name and ‘Add’ 

 

12. If owners name is not found select ‘Enter Manually’ 



 

13. Fill out all the information and then select ‘Submit’ 

 

 

14. Select ‘Next’ 



 

15. Attach all of your documents to the attachments. 

 

16. Select ‘Next’ 

 
17. Type your name and sign in the box 

 

18. Select ‘Next’ 



 

 
19. Verify all the information is correct 

 
20. Select ‘Next’ 

 
21. Select ‘Continue to application’ 

 
22. You will get an Application Number 

90 E Civic Center Dr., Gilbert, Arizona 85296 

30424006H 



 
23. Once staff has verified the information from this Application Number you will receive an 

email with your Permit Number  
 

24. Your Permit Number will begin something like COMM-2021-00000 or CMISC-2021-
00000 

 
25. Once you have received your Permit Number then you may be required to upload 

additional documents for your project. 

 

Step 3: Attaching required documents 

1. Once logged into One Stop Shop select ‘Dashboard’ 

 

2. This page will give you the information to the permits that may need attention, pending, 
active and recent permits 

 

3. Select ‘View My Permits’ 
 

4. On the next screen where is says ‘Search’ type in your Permit Number that you received in 
the email 



 
5. Select your permit number 

 

6. Select ‘Attachments’ 
 

7. Attach required documents for your project 

 

 



8.  Then select ‘Submit’ 
 

9. Once you have submitted the documents you will not be allowed to upload any 
additional documents until staff has verified the documents. 

 
10. If additional documents are needed you will need to return to Step 3 number 1 and repeat 

the instructions. 
 

11. Once no additional documents are needed, you will receive an email letting you know that 
an invoice is ready for you to pay. These fees are for the upfront fees which shall be paid 
prior to the review beginning.



Plan Change/Revision Process: 
 

 

Step 1: Submitting for Plan Change/Revision 

1. Do not attach any documents to the existing permit. This will cause a delay in 
reviewing your documents and confusion. Plan Change/Revision is to be used only if your 
permit has been approved and issued. 

 

2. Only time you should attach documents to existing permit is if you are resubmitting for 2nd, 3rd, 
4th, etc. reviews. 

 

3. Must sign to One Stop Shop at onestopshop.gilbertaz.gov 
 

4. Once logged into One Stop Shop select ‘Apply’ 

 

 

5. Select ‘All’ 

 

6. Scroll through the list of permit application to fine ‘Plan Change/Revision Application’ 

 

https://onestopshop.gilbertaz.gov/Energov_Prod/SelfService#/home


7. Select ‘Apply’ 
 

8. Must select a location 

 

 

9. Once you are on the map you can type the address or parcel number to lot that you are 

building this permit on 



 

10. Then select the ‘+ Add’ to add this to your permit

 

11. Select ‘Next’ 

 
12. Provide a description of the change 

 



13. Select ‘Next’ 

 

14. You must add the required contact information in

 
15. Select ‘Next’ 

 

16. Place the permit number that you wish to make the changes in the ‘Master Permit #:’ 

 

17. Select ‘Next’ at the bottom of the page 

 

18. Must attach the Documents that you have changes. Only attach the sheets that changes are 
being done.



 
19. Select ‘Next’ 

 

90 E Civic Center Dr., Gilbert, Arizona 85296 

30424006H 



 

20. Verify everything is correct and select ‘Submit’ 

 

21. Your application has been submitted for the Plan Change/Revision 

 

22. You will get an Application Number 



 

23. Once staff has verified the information from the Plan Change/Revision this Application 

Number will be closed 

 

24. Staff will add the required documents to your Master Permit Number for which you are 
requesting the Plan Change/Revision 

 

25. You can follow the process of the Plan Change/Revision under your Master Permit Number 
 


